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OF App] 1 Ca t1 on fOY‘ DEPARTMENT OF ARCEIVES & NISTORY j PAGE
GEORGIA R ECO R DS D I S P OS I T I ON STA NDARD RECORDS MANAGEMERT DIVISION 1

1_ Application Date
-

2? Agency ipplieltion’lo
3 AGENCY, Division, Subdivision & Adwinistering Office Address

Georgia Ports Authority
P. 0. Box 2406

INSTRUCFIO 5 See separate instructions for compl-t:on >f FOR RECORDS MANACEMENT DIVXSIOI USE

Date Received Application Po. ! Dmte Completed

APR 19 1372 //;l/APR 271972

Person to Contact
. :

G. J. Nichols

front and reverse of thig form. Sign original and two copies

and forvard to Department of Arehtula and Ht:eory Attcntton

Recorde NManagement officcr 1: - ’ —— e .

T.ACTI REQUESTED ,
ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATICON ANTICIPATED.

,Inciusive Dates g  Exact _?nu:s TITLE S — e |
-1950 to Date Payroll Files
1'(? ®  What {a the function of the offfce in which this record series is created
The Comptroller is responsible for the accounts of the Auﬁhority and establishes and

-

" maintains accounting methods and proceédures for the books of the Authority. He analyzes
and checks all financial activities of the Directors meetings; is responsible for the
auditing and accounting provisions of all contracts, leases, and agreements of the Author-
i.'ty; provides protection of the assets with adequate internal control procedures and
assures proper insurance coverages for the Authority's properties; and co-ordinates

the preparation of the annual budget with the various divisions. Under his supervision,
monthly financial statements are published and related financial and cost data repoi'lts

are prepared and distributed.

011 DESCRIPTION OF SERIES - Include Form No. &k Form Title, 1T &RY o4 ffy) arrangement
.

These files consist of five computer prizit-outs as follows: 1, Payroll edit, 2. Payroll
distribution, 3. Deduction register, 4. Va.catlon and sick leave report and 5. Payroll
register and check register. These print-outs are filed chronologlcally by payroll dates.
“he file arrangement is by wéekly pay perlod by rnonth

-

AVERAGE DAILY REFERENCES

Porm: AR-50-T1

~  Savannah, Georg1a 31402 G, Working Title 6, Tel- Fo. ‘
Comptroller Division | _ ‘ | Comptroller |912 964-1721 4
r-m—————————N .

22 . EQUYPMENT OCCUPIED No. of "Drevera Cu. Pt. of Records No. of Dravers Cu. Pt. of Records |-
Lett ‘ r) D'\.-' e ANNUAL RATE OF ACCUMULATION
atter-size e Dravers -
o i 12 shelves 2
—— o~ - - N . _ A L
- * ] : R In Office(n} In Storage Area(s)
Legal-sise File Dravers Ficor Space Occupled (Square Feet) sty
' ' I
T ‘ Thia
. Lo Year's
Home built shelves 12 30
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¥
lh Is there a duplication_of thlS eries in another offlce or agency?

I«
In IEM;ep1dgo HOPR3Rlm S008I 587 855 R TAN 91 8 T ABgAL Ssnneh -

QUESTIONNAIRE Flsce an "x" i:the p.;op;-r. cc::nn. If angver is nil%.'f:p_l::!: explain . T T ) YE‘YS”‘_‘
¥after printing annual wage summary files.
13. Is this the Record Copy pf the series? ' : - : v Xl
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A. []DeStrOY immediately after cut off.\yntil audit by Arthur Andersen and State Aud1tor
B.KJHold in current files area / Mw, then: .

L "1 [Destroy. " local holding area
. 2 KTransfet to/mmxwm hold year(s) -then: .

Destroy.
3 []Destroy after audit (or ____year(s) after audit).
C.[JHold in current files area indefinitely.
E.[]Other

(Iﬁdzcate bmeﬂy rationale for recommendations above/or write additional remarks):
Due to space limitations it is necessary to move these files to a local holding area immed-
iately after audits.

15. Is the 1nformat10n contained in'this series ever summarized or pu’bhshed" | 1] K
16. Does the series contain’ cla.551f1ed information 'requlrlng security ha.ndllng?h : ' :[]._ [}?
17. Dees the series d_oc_umept policies and procedures of agency's operation or function? [1 [X
35 Jukg the, function be ypsrfomed 41, she S SRS, A0H WOV be required. B U]
19. Is the series (or major portion of 1t) regularly microfilmed? If yes, why? ' [] X]
20. Does the record series pfoﬁde dateras input to an EDP file? B - [] | [X]
21. Does the record series contain documentation produced as EDP printout? _ D=
22. Is the series affected 'by Federal or grant funds? | - [] [X
23. Wil there be' a rneed for these r‘ecords 10, 15 years from now? If yes; -wﬁgt? ~ : (] [X
21;-.‘7REQUIRE!‘E\NTS. " The fo-iiowihg z"erqgix_'es the f_i\]:e.s to be_ke;pt- 3 yeya;s) ;5*
a.[ISTATE  b.[]STATUTE OF ~<.[RAUDIT =~ d.[]FEDERAL e.[]ADMINISTRATIVE f. []HISTORIC}}L
LAW ~ - - LIMITATION * PERICD =~ - LAW > - DECISION y VALUEJ -

i "- (Cite Law, Statute, or other reason for the retentwn reqmr*ement) S

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off &t the end |
of each ~-[]CALENDAR YEAR -[PIFISCAL YEAR -[]OTHER | ~ ,then:

D.{]Hold in current files area year(s), then transfer to Archives permanently.
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: I26 ‘ ) : Head 0 "_ (Date
Recommendations | MApprovgd [IDisapproved ’W =

N )ﬂiﬂ& Audl )= ept. Date

in Paragraph 25 [megd [JDisapproved Lh”u.ﬁ wy : | : .
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